
•  You will need all of the information on this form filled out in order to submit this request. 
•  If information is missing, your request will be denied and you will need to resubmit the request. 
•  Plan Ahead!  There is a minimum approval and processing time of 14 days. 
•  Approval or rejection of request will be provided within 5 days of submission. 
•  Questions can be directed to Sheryl Ezbiansky at sezbians@messiah.edu or to Jared Ruhl, SGA 
    Treasurer at SGAtreasurer@messiah.edu. 
•  Scan Receipts, Invoices and/or Contracts as a PDF.  There are copier/scanners campus-wide. 
•  If using Firefox 19+, an Apple Device, or Google Chrome, open this form in Adobe Reader. 
•  Print this form to the CutePDF Printer.  Rename, Save and email to Sheryl.

(SGA-Funded) Student Club 
Request for Reimbursement

Requested By

Contact email

Requestor Information

Vendor Information  (If you used your own funds to purchase something, put yourself as the vendor)

Person to Pay:

Address

City State ZIP Code

Contact Phone Contact email

Requesting Organization

Reason for Reimbursement

Please continue to the next page of the form to list items being purchased and accounts out of which the funds should be paid.

Messiah IDRequest Date

AP Use Only:

Is this for a MC Student? Yes No Messiah ID Messiah Campus Mail Box #

  

FY16 



Items Being Reimbursed

(SGA-Funded) Student Club 
Request for Reimbursement

Description of Item or Service Quantity Unit Price Total Cost

Total Amount of Reimbursement

This form is required to be updated annually as well as when new organizations are added.  The last update to this form was done on 
September 1, 2015 by Sheryl Ezbiansky.

If your request includes mileage, please 
state the destination(s) you visited:

Account Code 1

Account Code 2

Account Code 3

Account Code 4

Organization Org Total

Account (Select with "Account Codes 1-4" above)

Below, you must choose at least one org and account to pay for the items listed above.  The first organization is defaulted 
from page one.  Once your orgs and accounts are chosen, please allocate the dollar amounts between orgs and accounts and 
verify that the total equals the "Total Amount of Reimbursement" above.  If you are simply using one account and one 
organization (most common) then only choose Account Code 1 and put the amount of the request in the top-left amount box.
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(SGA-Funded) Student Club 
Request for Reimbursement

Instructions for Completed Form

Once all fields are filled out, verify that accounting amounts are in balance.  If accounting is not in balance, that means that the  
total of all the amounts stated for organizations and accounts does not equal the total amount requested.  If accounting is in balance, 
the form is ready to be submitted. 
  
To submit the form, scan all receipts, invoices and or contracts as a PDF file.  There are copier/scanners campus-wide that are capable 
of scanning to PDF through e-mail.  Send yourself the PDF copies of the receipts and then fill out this form.  Print this file as a PDF.  If 
you do not have a PDF printer, contact ITS or search for CutePDF Writer online.  Email this form and the receipts as PDF attachments 
in an email to Sheryl Ezbiansky at sezbians@messiah.edu.  
  
 

Purchase Order Number

Actual Dollar Amount of Expense

The section below is for use only by Sheryl Ezbiansky or other delegate authorized by the SGA Treasurer:

IRS Required Information for this Transaction:
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http://www.messiah.edu/offices/publications/visual_identity/images/MCLogo295.gif
·  You will need all of the information on this form filled out in order to submit this request.
·  If information is missing, your request will be denied and you will need to resubmit the request.
·  Plan Ahead!  There is a minimum approval and processing time of 14 days.
·  Approval or rejection of request will be provided within 5 days of submission.
·  Questions can be directed to Sheryl Ezbiansky at sezbians@messiah.edu or to Jared Ruhl, SGA
    Treasurer at SGAtreasurer@messiah.edu.
·  Scan Receipts, Invoices and/or Contracts as a PDF.  There are copier/scanners campus-wide.
·  If using Firefox 19+, an Apple Device, or Google Chrome, open this form in Adobe Reader.
·  Print this form to the CutePDF Printer.  Rename, Save and email to Sheryl.
(SGA-Funded) Student Club
Request for Reimbursement
Requestor Information
Vendor Information  (If you used your own funds to purchase something, put yourself as the vendor)
Reason for Reimbursement
Please continue to the next page of the form to list items being purchased and accounts out of which the funds should be paid.
AP Use Only:
Is this for a MC Student?
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Items Being Reimbursed
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(SGA-Funded) Student Club
Request for Reimbursement
Description of Item or Service
Quantity
Unit Price
Total Cost
Total Amount of Reimbursement
This form is required to be updated annually as well as when new organizations are added.  The last update to this form was done on
September 1, 2015 by Sheryl Ezbiansky.
Organization 
Org Total
Account (Select with "Account Codes 1-4" above)
Below, you must choose at least one org and account to pay for the items listed above.  The first organization is defaulted
from page one.  Once your orgs and accounts are chosen, please allocate the dollar amounts between orgs and accounts and
verify that the total equals the "Total Amount of Reimbursement" above.  If you are simply using one account and one
organization (most common) then only choose Account Code 1 and put the amount of the request in the top-left amount box.
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(SGA-Funded) Student Club
Request for Reimbursement
Instructions for Completed Form
Once all fields are filled out, verify that accounting amounts are in balance.  If accounting is not in balance, that means that the 
total of all the amounts stated for organizations and accounts does not equal the total amount requested.  If accounting is in balance,
the form is ready to be submitted.
 
To submit the form, scan all receipts, invoices and or contracts as a PDF file.  There are copier/scanners campus-wide that are capable of scanning to PDF through e-mail.  Send yourself the PDF copies of the receipts and then fill out this form.  Print this file as a PDF.  If you do not have a PDF printer, contact ITS or search for CutePDF Writer online.  Email this form and the receipts as PDF attachments in an email to Sheryl Ezbiansky at sezbians@messiah.edu. 
 
 
The section below is for use only by Sheryl Ezbiansky or other delegate authorized by the SGA Treasurer:
IRS Required Information for this Transaction:
 
FY16 
8.0.1291.1.339988.308172
(6645) Acclamation Dance Ministry
(6729) Accounting Club
(6615) Agape Center
(6745) Alpha Psi Omega National Theatre Honor Society
(6608) American Choral Directors Association (ACDA)
(6758) American Society of Civil Engineers
(6754) Animal Alliance
(6648) Art League 
(6653) Athletic Training Student Assoc (ATSA)
(6730) Chinese Club
(6662) Earthkeepers
(6640) Enactus
(6703) Eyas
(6677) Fellowship Christian Athletes
(6734) French Club
(6735) Grace College Fellowship
(6614) History Club
(6716) Investment Club
(6755) Kouenkai Anime Club
(6760) Latin Dance Club
(6759) League of Legends
(6753) Marketing Club
(6736) Math Problem-Solving Group
(6651) MC Council on Family Relations (MCCFR)
(6631) MC Republicans
(6646) Medical Awareness Society (MedAware)
(6125) Men's Club Soccer
(6655) Men's Club Volleyball
(6710) Messiah Club Ice Hockey 
(6720) Messiah College Chapter of Student Affliliates of the American Chemical Society
(6713) Messiah College Club Field Hockey
(6634) Messiah College Democrats
(6625) Messiah College Education Association (MCEA)
(6738) Messiah College Engineering Honor Society
(6739) Messiah Film Society
(6723) Minds Matter
(6629) Multicultural Council
(6619) NAfME (Natl Assoc for Music Education)
(6718) National Art Education Assoc (NAEA)
(6740) Newman Club
(6621) Nurses Christian Fellowship
(6671) Nurses Student Association
(6749) Orthodox Christian Fellowship
(6647) Outdoors Club
(6746) P.L.A.C.E. (Women's Ministry)
(6719) Peace Fellowship
(6726) Phi Alpha, NHS, Lambda Psi Chapter
(6741) Philosophy Club
(6748) Physics Club
(6752) Powerhouse Band
(6727) Pre-Physical Therapy Club
(6715) Public Relations Student Society of America (PRSSA)
(6617) Pulse
(6724) Right to Life Club
(6728) Rotaract Club of Messiah College
(6687) Sigma Zeta
(6761) Sign Language Club
(6660) Ski and Ride Club
(6757) Social Work Club
(6742) Society of Women Engineers
(6717) Sports Management Society
(6603) Student Activities Board (SAB)
(6628) Student Chaplain Team / Koinonia
(6756) Student EMS Club
(6601) Student Government Assoc (SGA)
(6641) Student Nutrition Awareness Club (SNAC)
(6616) Swing Club 
(6642) Ultimate Frisbee Organization (UFO) - Men
(6725) Ultimate Frisbee Organization (UFO) - Women
(6126) Women's Club Soccer
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